Title: Retirement_IncorrectPlan (PA30)

Retirement — Employee Enrolled into Incorrect Plan

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to correct the employee’s record when they have been enrolled
into the wrong retirement plan.

Perform this procedure when an employee’s past work history requires them to be
reported in another retirement plan or when the employee has been mistakenly
enrolled into the wrong retirement plan.

e Employee qualifies for the plan enroliment.

e |dentify the Savings Plans (0169) records that will need to be corrected
along with the impacted effective dates.
Example: The employee is enrolled in Plan 2, but should have been enrolled
in Plan 1. Due to the Plan 2 contribution rate changes in 2008, the employee
now has several Plan 2 records created from 09/01/2006. Since the rate has
not changed for Plan 1, it will only require 1 Savings Plan (0169) record with
the date 09/01/2006 to 12/31/9999 to replace the incorrect records.

In order to perform this transaction you must be assigned the following role:
Benefits Processor

Change History

Date Change Description

7/27/2009 Update Trigger and Prerequisites section. Placed procedure in new template and
updated screenshots.

Menu Path Human Resources = Personnel Management - Administration = HR Master Data

Transaction Code

- Maintain

PA30

Helpful Hints

e n/a
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The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

&

Example: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: _®_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

oor&

Example: & Save your entries.

Action: Perform the required action to proceed.

State of Washington
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Procedure

Start the transaction using the above menu path or transaction code PA30.
=4
| HR master data Edit Goto Extras Utilities(M) Settings System Help

|& | 2 eEQ SHE DDLD BE @B
Maintain HR Master Data

QlZ)«|oja ]2
I || I I%“[" Personnel no. |

Find by |
2 ":ﬁ Person
|H Collective search h
|H Search Term
|H Free search

B e Paycl | Benfts , Time Recording | Addi Persens Dsta (|| [>1%
| ] Infatype text [E 1] 1 [Period
Actions []| | OPeriod
| |organizational Assignment =] From |61/81/1886|To  [12/31/9999
| |Personal Data O Today O Curr.week
| |Addresses @ All O Current month
| |Planned Working Time O From curr.date O Last week
| |Basic Pay O To Current Date O Last month
| |Contract Elements O Current Period O Current Year
| |Pate Specifications =] FE Tones |
Family/Related Person [+]
Direct selection
Infotype | STy | |

Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.
Example: 40000452

Click & (Enter) to validate the information.

Click i Benefits ", 11 select.
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6. . . . .
Click the radio button = @Al in the Period area.
=
HR master data Edit Goto Extras Utilities(M) Settings System Help
& naH @@ SHE ahon BE @
Maintain HR Master Data
I 20 ) s
<::'I'::>|| EII%“[’ Personnel no. |4EIEIEIEI‘IEIEI |I
Find by || Mame John Doe 40086108 |
~ @ Person PersArea |3000 | DSHS Headquarters EGroup |8 Permanent
(Rl Collective search h| pgyparea [08JE| Econ/SocialSves EESubgrou Monthly(M) OT Exempt Status ~ Active
|H Search Term -
|H Free search
Ini test Benefits e
| EN D Infatype text [E |1 1 [Period
o ﬂu—. RlaRe i !E- O Period
II sk E From |61/81/1860|70  [12/31/9999
_|\J'I'I'§M190us E=1E C4 O Toda O Curr.week
| |General Benefits Infarmation o [ @ All i O Current month
|| From curr.date O Last week
L O To Current Date O Last month
- O Current Period QO Current Year
- [+] FEI Choose I
-]
7 o]

Click L (Overview) for an overview of all actions associated with the Savings Plan (0169).

=

Infotype Edit Goto Extras System Help
& N eEe LHE nnan BE @m
Llst Savmgs Plans (0169)

Personnel No. 40000100 MName |J0hn Doe 40000100 |
Find by | PersArea  |3008 | DSHS Headquarters EEGraup . Permanent
~ i Person PSubarea |DO0JE|Econ/SocialSves EESubgroup ,ﬁ‘ Manthly(M) OT Exempt Status  Active
(] Collective search h | F8y choose  [01/81/1806] to  [12/31/9938] STy.
M Search Term
M Free search
Ini test
II _____ ,_”‘l" UIJUIJLUUU VT MLUUJ ml\ﬂj | gl S N
07/01/2007  06/30/2008  401A 401(a) P2 PERS2
07/01/2006  06/30/2007  401A 401(a) P2 PERS2
06/01/2006  06/30/2006  401A 401(a) P2 PERS2
06/01/2006  12/31/999%  DFCP Deferred Comp D1 Deferred Compensation

@ The employee is currently enrolled in Teachers’ Retirement System (TRS) Plan 3 —Rate C —
Self and should have been enrolled in Public Employee’s Retirement System (PERS) 3 —Rate C —
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Self during Open Enrollment.

B Clck| DUiszo0s r2mvsss DA 40le)  TICSTRSI-ReteC-Sef g golee,
9. ey

Click (Change) to change the record. In most cases, use Copy rather than Change to
maintain an audit trail.
=
Infotype Edit Goto Extras System Help
& 1 dH @ SHE o0 BE @

Change Savings Plans (0169)
ETER

ﬁlil”f-@ I I% ||[ ' | Personnel No. 40000100 MName |J0hn Doe 400008100 |

Find by | PersArea |3008 | DSHS Headquarters EEGroup |8 Permanent

= @ Person PSubarea |00JE|Econ/SocialSvcs EESubgroup ’H‘ Manthly(M) OT Exempt Status  Active
(] Collective search h | gyan |81/15/2008] to  [12/31/9999] yChng [07/27/2009 | JANETP
IH Search Term

|H Free search
Ini test Plan P3CS| PERS 3 - Rate C - Self

| — )

General plan data

Benefit area ,ﬁ' USA
Plan type 401A|401(a)
Benefit plan P3CS|PERS 3 - Rate C - Self |

Planning Parameters

EE Caontr. Variant PR3C | PERS 3 - Option C
ER Contr. Variant PR3C | PERS 3

Vesting rule |—|

Investment Group |—|

Plan Chaice Code 3X| TRANSFER FROMPLAN2 |

10. Complete the following fields:
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R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Benefit Plan R This is a specific benefit offered by the company with defined
providers, benefit levels, and payments.

:" Use the (matchcode) to open selection list.

Example: P3CS (PERS 3 — RATE C — SELF)
Plan Choice R Defines the associated Benefit Plan.

Code @
Use the (matchcode) to open selection list. This

selection corresponds with the selected Benefit Plan along with
Plan Choice Code text of ‘Transfer from Plan 2’.
Example: 3X (P3CS 3X Transfer from Plan 2)

11. * Regular contrib
Click & g to select.
=4
Infotype  Edit Goto Extras  System Help
@ 100 QEQCHE noos I @@
Change Savings Plans (0169)
i
| |I [ETE ][> | personnei no.  [460GG1ES Name [John Doe 40000100 |
Find by | PersArea |3000 | DSHS Headquarters EEGroup E Permanent
~ @ Person PSubarea |BOJE|Econ/SocialSvcs EESubgroup W‘Monthly[l\ﬂ} OT Exempt Status  Active
(] Collective search h | gz |[a1/15/2008] to  [12/31/8993] Chng |67/27/2003|JANETP
K} Search Term
{H} Free search
Ini test Plan P3CS|PERS 3 - Rate C - Self
| EID Plan data | Administration Al TE Bl Bonus contribution | Beneficiaries e
i i ]
Pre-tax contribution Post-tax contribution
6.60/ usD Amount .00/ USD
[ Percentage Percentage B_EIEI|
nits & Units EI|
[l Pre-Tax Rollover [l Start Post-Tax Contributions Immediately
Reference period for contributions
Period 2 Semi-monthly B|
12.

13. Complete the following fields:

‘ R=Required Entry O=Optional Entry C=Conditional Entry ‘
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Field Name

R/O/C

Description

Percentage

This is a field used to store a percentage amount.

& If the rate is unknown, enter a random number in the field
and the error message will tell you what percentage needs to be
entered.

@ Percentage pre-tax contribution for plan P3CS must lie between .50 and 6.50 %

Example: 8.50%

14.  Click & (Enter) to validate the information.

15. Click l=l (Save) to save. You will be taken back to List Savings Plans (0169).

16.
You have completed this transaction. Click e (Back) to return to the previous screen.
@ Repeat the process for each Savings Plan (0169) record that will need to be corrected.
Results

You have enrolled the employee into the correct savings plan.

Comments

None.
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